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The ASAIS Claims Batch Entry (CBE) system has been designed to speed up the ability to submit monthly billing of services, especially for residential services where
the consumer and service code remain the same and only the dates and units change monthly. Once a claim has been submitted using CBE, the claim is handled
exactly the same as a claim that has been submitted either through an 837 billing file or has been direct entered through the UI in ASAIS. No matter how a claim is
submitted, it passes through all of the same adjudication rules and processing steps.

Process Overview:

1. Identify/create batch
a. Based on client, service codes and dates
b. Select matching clients — clients that match criteria and have not already had an activity
c. Select clients - those to include in batch being created
d. Create activities — will show under un-posted claims

2. Turn activities into claims
Select batch name
Edit un-posted claims — make any necessary changes to the activity

Save and complete — will lock the record so it cannot be changed unless the status is reversed
Submit claim

/o o
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CBE in a Single Session

These instructions describe how to create a batch of claims and process them in a single session.

File = Create Activities = Spell Check

Batch Claim Entry

------ Print = Close Batch Claim Entry

Service Type* 3 SA v|
Facility 8
Service Code* 4 | HDO20:HF nm Unit Type Day
Start Date” 5 | [1012015 |
End Date® 103172015 |
Total Units 6 |31 Batch No Oct 2015 9
Place Of Service 7 53 : ;;-q_m_g'nul_ﬂ_!fg 'N_ie_r_\_ta'_l_ lj-e_él'_th__Ca_re v Existing Batches
10
1. Loginto ASAIS
2. Batch Claim Entry Select Batch Claim Entry
3. Select Service Type SA Select SA from drop down
4. Select Service Code Example H0020:HF e This will be filtered based on the service type selected.
5. Enter start and end dates. Example: start date e Enter start and end date
10/1/2015- end date
10/31/2015
6. Enter number of Units Example: 31 units e  Enter the number of units based on start/end dates. The units default to
0. If the default is left, then the user will need to manually update each
line.
e  Any service line with 0 units will not be able to be saved.
7. Select Place of Service 53 — Community Mental e This currenty defaults to 99, please select 53 — Community Mental Health
Health Care Care for Medicaid Services, recommended to use 53 for all services.
8.  Select Facility e Select Facility in drop down box
9. Enter Batch No Example: Oct 2015 e You can leave your batch name as the default ot you can modify it.

10. Click “Select Matching Consumers”
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batch.

16 Consumer Record{$) Returned - Now Viewing 1 Through 5

Consumer Case No Start Date End Date Place Of Service
I 00 [rioma0is |3 53 - Commu v/
LT [ommors 3 53~ Commu v
e I | omimois 1=
_ ormots | iominots
S 0 [ ' ' s3s06 (53~ Commu v

<<First  <Provious Rr‘.rt-_:u:;—'\'_—'\t-m- [“hext= | Last>> |

Total | $1.753.05

Diagnosis Claim# | Appiy
S | ' | =
Fiiz20 | g o~
[z = &
liFi20 - v,
Fi20 = =

11. Enter the number of ﬁ Welcome, [ <o hadone Batch Claim
. . . I2B016 331 PM Entry
clients Fhat display in Fie
the retrieve box Fil = Creals Actioes ~ Spell Check = = = = = et = Cioss Bateh Claim Entry
Batch Claim Entry
12. Enter the number of — —
: : : rogrm ¢
clients that display in Service Typer B v
the Retrieve box then Facility I
hit Next — if more than Sarvice Code® HO020:HF ] ctear | Unit Type Day
98 enter 98 then hit Shert Dt w2015 =
next. You can only £na pater L
. . Total Units n Batch No Oct 2015
have 98 clients in a =
Place Of Servi |53 - Community Mental Health Care | Existing Batches W
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13. Click “Select Matching
Consumers”

File

File = Create Activities = Sped Chesk = = == = = Print = Close Batch Claim Entry

Batch Claim Entry

Program®
Service Type* [sa ]

Facility
Service Code” HOO20:HF Unit Type
Start Date” w05 |3
End Date® 10312015 |
Total Units Edl Batch No

Place Of Service [53 - Community Mental Health g2 Existing Batches

Welcome,
J2E2016 T13 PM

sess/Methadone

Oct 2015

14. Remove the check in
the Apply column (this
removes all the checks
for each individual
client)and Click
“Calculate Total”
(should be $0.00)

File
File = Creste Acthvisies = Spel Check = = = = = = Print = Close Batch Claim Entry
Batch Claim Entry
Program®
Service Type™ EN
Facility
Service Code” HOO20:HF -u Unit Type
Start Date® w201 |3
End Date” wanros |3
Total Units 3 Batch No
Place Of Service |53 - Community Mental Health Care hd Existing Batches

16 Consumer Record(5) Returned - Now Viewing 1 Through 5

Consumer Case No Start Date End Date Units Cost Place Of Service
_ I ioAro1s | | i0a12015 |9 |31 [s3%081 /55 - Commu %]
- o205 | [tomamz01s 3 3 ['s350861 '_53 - Commu |
_ |oimis | [ = 3 ['s3z081 ' - Commu v|
_ [onos [omva0s 3 [[31 ['s3s061 53 - Commu |
— |oimois | | amiaets 12 3 ['s3s081

<<Firgt  <Previous Retigve 5

vietcomo, [ 555\ cthacone

Batch Claim
3282016 3:37 PM Entry
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15. Adjust individual

clients as needed

Example: If client received W ocor M :os<\ictvasors | Batch Claim
X ITB01E 341 PM Entry

service for 10/1/2015 thru File

]0/28/20] 5 click on end File = Crests Actiites = SpelCheck = = == = = Print = Ciose Batch Claim Eniry

date change the end date to Batch Claim Entry

10/28/2015 hit the “TAB” Progrom I -

key then adjust the number Servico Typer s v

of units to 28 hit the “TAB” Facility I

key in t‘l:le APPLY Column Service Code” HO020 HF — -“ Unit Type Da,'

click on the box to enter a :m:" 'L""U: =

nd Date” 1003172015
check mark. Make sure g
. . . . Total Units. " Batch No Oct 2015
there 1sa dlagnOSIS n the Place Of Service 53 - Community Mental Health Care v Existing Batches ~

box if not select the eclipse
box manually enter the

: : 16 Consumer Record|5) Returned - Now Viewing 1 Through 5
diagnosis.
Consumer Case No Stan Date End Units

Place Of Service Diagnosis Claim #

. 2015 |9 G2aE015 |4 p] 53 - Commu v F1120 ]
16. Click “Calculate Total” e e = || 1028120 = | iotemme ] | i
. L ] w01 |9 10312015 |3 3 (53 - Commu | F1120 C
Click Calculate total at the ; — o - = — :
. _ 1012015 i 10312016 |8 1 153 - Commu V|
bottom Of'the page, Verlfy the = — | 10015 1 s | 3 535061 53 - Commu | Fiizo |5
amount adjusted to the new total See— o TEEE I 5 $35061 (53~ Commu v iz
Of units. =<First <Previous Retieve 5 | Retoros ALA Tme [Nt Las ﬁi

Total | 5316 68

17. Continue to adjust any
other client or if the
client does not need
any adjustment check
the “Apply” column
box. (for a max of 98
clients)

18. When finished Select
Calculate Total
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19. At the top of the page

select Create Activities.

19

Spel Chack = = = = = = Print =  Close Batch Claim Entry

D) ~]
Facility

Service Code” HO020:HF =" Unit Type

Start Date* wizos O

End Date* 10312015 9

Total Units Ei] Batch No

Place Of Service - Community Mental Health Care | Existing Batches

16 Consumer Record($) Returned - Now Viewing 1 Through §

Consumer Case No Start Date End Date Units Cost Place Of Service
— oz 3 . = Iz 531668 53 - Commu ~|
I [fonmots 13 [torsmots 3 28 (53 - Commu v|
e = [on201s = 31 53~ Commu v|
I 00 [omm0ts 3 3 53 - Commu v
—— ] [omz01s 3 3 $35061 [53 - Commu v

<<Fist | <Pravious Reineve 5 | Recoras atA Twme [EEEEEIEEEEE

Total | 5 0

Waicome, (IR ::ossMothadone

2872016 350 PM

F1120

Fii20
Fi120
F1120

F1120

Batch Claim
Entry
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20 Window will appear with the ﬁ Wekcomo, SR - <¢5<othaccne | Batch Claim
. J2B01E 354 PM Entry
number of clients that were File
create in batch. Click on the Fle = Craate Actvses = Spel Check = = = = - = Print = o Baeh Claim Enty 20
rlght corner red X to close paten Ciam ~
window. progrn —
Service Type® D) ~]
Faciy —
Service Code® HOO20HF =] e Unit Type Day
Start Date® wieos ] i ]
End Date® woms o | & aboutblank
Total Units 3 5 activities were created. Oct 2015
Place Of Service - Community Mental Health Care [ |
11 Consumer Record($) Returned - Now Viewing 1 Through §
Consumer Case No Start Date Diagnosis Claim # Appiy |
I oo T iosieos 3] 535 53 Commu V] e | E
] [onzots [ 1omizos | [ES ['s3061 -'_5'3-Commu ~| [Friz0 =" 4
] 1072015 |4 10312015 |9 31 §35061 [53 Fiizo | v
5 eam— Tl 10312015 |9 31 5350 61 Fii20 | ot
L] whRoE | s |0 3 $35061 53 - Commu v iz =)
<<First <Provious Retneve 5 | Records ALA Time mm
Total [ 51.753.05
W
21. Using the drop down Batch Claim Entry
arrow on Existing R
Batch field select the Sarvice Tyne" A <]
batch name that was Facity —
used to create this
. Service Code” HO020:HF Unit Type Day
batch then select Edit
X Start Date® 1012015 |
Unposted Claims. =
End Date® 1m0 |3
Total Units 3| Batch No Oct 2015
Place Of Service [53- Community Mental Health Care v, Existing Batches
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22. The claims will display
that were created in
batch. Select at the top
of the page Save &
Complete

File

Fila = = Spell Chack = Save = Diied
Batch Claim Entry

Program®

Service Type®

Service Code”
Start Date”
End Date”
Total Units

Place Of Service

22

Close Batzh Claim Entry

§ Activity Record{$) Returned - Now Viewing 1 Through 5

Activity ID Consumer

|SA e
Facility

HOO20HF || Cear] Unit Type

10 =

10312015 9

n Batch No

Y E:mlng Batches
Case No Start Date End Date Units. Cost Place Of Service

. A5 |0 ' 10282015 |4 [z [s3%668 53~ Comma ~|
[fomeors | [ tomsmots 3 |2 [s32r98 Commui v]
| 1012015 -_] I 107312015 -_ | 3 | $35081
[Forimos 14 [Honmaeis 3 I3 ['s3s061
[oriors 10 107312015 |8 = ['s3sus1 53~ Comma v

<<First <Provious Retneve Records ALA Time  Next> | Last>>

Total | $1.696.50

Waicome, [N -<:o5<Mothadone

282016 402 PV

. o
Day

Oct 2015

Oct 2015 ~

Claim # Apply

F1120

&

F1120
F1120
F1120

LR AR AR

F1120

Batch Claim
Entry
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23.  Window will display ﬁ
with the number of File
claims created in batch. | == sacrer - sne-
Right corner click on

Welcome, I /5555 Mothadone Batch Claim
J2B016 4.06 PM Entry

Delete = Save b Complete = Submit Claims = Reverse Stabs = Print =  Close Baich Claim Entry

Batch Claim Entry
the red X to close e [ —
window. Service Typer 3 ]
Facilty |
Service Code® HOO20.HF -m Unit Type Day
Start Date* wieots 0 2 { s
End Date® 103120105 9 B e—
Total Units n < 5 activities were saved. Oct 2015
Place Of Service [99 - Other -

[Der2015 ~|

§ Activity Record{S) Returned - Now Viewing 1 Through 5

Activity D] Consumer | Case No| Start Date I End Date | Diagnosis | Claim # e
I 012015 | 10282015 are [[F1120 | ES
I 0/1/2015 | 10292015 A s2199 |53 - Community Mental Health Care | Fi120 & b
I (012015 | 1012015 3 $350.61 | 53 Community Mental Health Care [F1120 ,
0112015 | 1om12015 3 | s350.61 | 53 - Community Mental Health Care [ F1120 s
I (/12015 | 10n1z015 £} [ s350.61 | 53 Community Mental Health Care | Fi120 A

<<Firll <Previous Refreve 5 FRecords ALATIme Nexi> Last>»

Totsl | 31,696 50

24. At tOp Of page SCICCt Fila = = Spel Check = Save = Delste = Sn~e&Ca~|pme< Submit Claims )ﬁe.:rse Status = Print = Close Batch Cisim Entry

Submit Claims Batch Claim Entry \
e 24

progrant —
Service Type* ._$A_ I V-
Fociiy I
Service Code” HO020:HF -m Unit Type Day
Start Date® wes |3
End Date* 10312015 &
Total Units A Bateh No Oet 2015
Place Of Service !99 - Other w Existing Batches Cﬁl‘_ﬂ_‘lg—v|
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25. Window will display
the number of claims
successfully posted.
Click on the upper
right corner Red X to
close the window.

26. At tope of page Close
Batch Claim Entry.

To review the claims, go to the
Claims Chapter.

Weicome, I s 5«55 Mathadone
282016 4:14 PM
File
File = = SpeliCheck = === == Frint = Close Batch Clasim Entry
Batch Claim Entry
program I
Service Type® ED) ~]
Facity —

Service Code” -m Unit Type Day

Start Date* 8 i 5 !

End Date & aboutblank

Total Units 3 5 activities were successfully posted. Oct 2015

Place Of Service [99 - Cher [

Batch Claim
Entry

Use or disclosure of information contained on this page is restricted to use only State of Alabama.

Harmony Information Systems, Copyright 2015

Page 12




